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OFFICE CF PEKS8ML mmmm m. 20-6!5“2 (Supplement 1) 

SUBJECTS Sofflasndatoa:^ letters for Personnel Retiring fr® Federal 
Service 


1. The Director of Central BsfcelliQSsee lies pressed his 
desire to sign coas^ndatiory letters for personae! who terminate their 
CIA psploymeast in or&r to retire from the Federal service. He has 
indicated his tiilllngoess to sign such letters- ervea when, en individual's 
service is CIA is only a. limited part of his over-all Goveraasat service. 

2. The s Bivieice (®^) will OTdiasarily prepare 

an appropriate letter, to he signed by the Director, for each individual 
who retires with eligibility for m, iraas&isie annuity, unless the 
operating official concerned or the Director of Security objects on 
security grounds* letters will not ordinarily be prepared if there is 
documentary evidence of deficient performance or improper conduct cm 
record is. the individual's Official Personae! Folder. A letter will 
also ba prepare, when an employee is retired for disability if there 

is & reasonable espeetatioa that the retireraBnb will be perssaent* 

3* As som as ESD receives am application for retirement or 
become aware of an esployss's intention to retire, the employee's eli- 
gibility for retlreoeat will be evaluated. Any doubt eoaseralng the 
creditability of the employee's service will be resolved by contacting 
the SstirCBeat Division, Civil Service Cooealssion* At the earns ties, a 
cocaaeadafeory letter will be prepared mid processed as follows: 


a. A cheeh will be made with the Security Control Staff 
end the operating official concerned in order to determine 
if the Security Office and the operating office approve the 
presentation of & cesassendatory letter. ESB will also defcemina 
through these offices whether thebe ere essy security problems 
involved in the event the espleye® later displays the letter to 
prospective employers or other individuals outside the Agency* 
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b. If there axe no objections interposed by SCS or the 
operating office, a letter will be prepared in a saaaaer which 
reflects my unusual features of outstanding or singular acceaa- 
plishsacat. These cocnsats my relate to service in the CIA or 
they may concern achievements in previous Governmental service, 
to the extent that such iafoxmtion is noteworthy and is document- 
ed in the employee's Official Personnel Folder. A form-letter 
type can be utilized in atost cases, although each letter should 
contain sons personal element or elements pertaining specifically 
to the service of the individual. In appropriate cases, the 
letter will be coordinated with 80S and the operating office 
concerned following its conpletioa. 
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c. If the propose a date of the employee's termination 
permits a formal presentation ceremony prior to hio departure, 

BSD- td.ll determine whether the operating office desires to make 
such a presentation and. If so, offer its assistance in arranging 
the ceremon y . 

k* ®se cca ganaatory letter will be forwarded to the Office of 
the A®/? for his s^grovsl and submission to the Director. 

a* An accompanying transmittal to the DCI will contain any 
sig nificant information which would be of probable interest to the 
Bisector and win indicate that the Office of Persona®! will forward 
the latter to the eapioyee concerned unless the Director desires to 
tra ns mit the cCEsssraf&tioa* 

b. ESD Will advise the i©/P in writing of the followings 

(1) earns of officials concurring in the aubalsaic® of 
the letter . 

(2) nignificcnfc ecssasats of SCS and the operating 
office concerned. 

(3) fflygthey or not the operating office contemplates a 
formal presentation. 

i 

(k) Whether the coBsasedatica will be presented to the 
employee before or after he leaves the Agency* 

(5) Any other infors&tioa which nay have a bearing on 
the feasibility of revesting the Director to sign 
the proposed letter. 

STATINTL 


for Personnel 



- 2 * 

Approved For Rel^e^^^gl^gP80-00679A00020001 0037-5 


